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A"':’\PP"E‘ICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF ADMINISTRATIVE SERVICES

B GEORGIA DEPARTMENT OF HUMAN RESOULRCES
o RECORDS MANAGEMENT UNIY

For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia
30334. Phone - {404) 6564976  GIST: 221-4983
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DHR 4. GEORGIA DEPARTMENT OF HUMAN RESOURCES ARCHIVES AND HISTORY
Apolicstion Date ' iv. Of Mental Health And Mental Retardati licstion Number
ental Retardation Section
8/2/82 7 Trinity Ave. S.W, Room 307-H 5o ch".._.?":;l Ll'co f:\.d
Apphestion Number . tlanta, Georgia 30334 ate Recei gte Compieted
» Geotd - AUG 181982 | SEP 161982
4._8_2_26 el T e TR R T T e AR T T R SR R T e Ty I TR ST e = gt
(2. Person 1o Contsct " Working Tite Teeephor\e > Number
Ralph McCuin .
. Jeanne e Terhume - i} ———— e gé'!": .s_u?ervisor . .. .656-6370 . |
3. Actior. Requested Update Form Numbers C
a. [ Establish Retention Schedule; record will continue to sccumulate. Update Inclusive Mater ials
b. [ Dispose of prasent accumulation; no further sccumuletion anticipstad, Change Retention Instructions
¢ BAmend ApplicationNo. _____16-244 °_ Check One: X Change; [ Supercede; O Void
{4 Daws of Series 5. Records Series Title Hollowed by titie usdlnafﬁa.-néfﬂqmﬂ

Earliest Latsst

6. Division and oma Function What is the function of the Division and the Office in which this recorc series is created

7. R;mrds Series Description This file containy the foliowing documents (mciude fofm ;r;:mber:_ and titles, it any): “Atach samplée of the Tie.

Documents retat-ng to: nonir;oring and reviewing funds spent by 27 Mental Retardation Area Develop-
"mental Service cﬁlefe ) R e man oy Reotnia

Included are.  Form 1078 (Reeeipts and Expenditures- Requests For ﬁunds) i\ Porm 1182 '(C&i’mt'y
r;udget Ttems Other Than Personal Services); Form 1183 (County Budget Personal Serv{céﬂ :
. Form 1186 (Budget Expensle and Reaource Summary (MH/MR) ; ror‘g 118;1 (Budget Expense and
Resource Approprintious Request) ; ‘Porm 1192 (Income and Expenditure Report (Publ:lc MR Vo0
Day Training Line Item Budget); Form 5405 (Request For Budget Revision); Fors 5410 =<>7°
(Budget Expense and Resource Summary); Form 5411 (County ludget Personal’ ‘Services); ¢
Form 5412 (County Budget Items Other Than Persoaal Services); " Form 5413 '(County iudget”"
Non-Partlcipating Items); Form 5557 (Title XX Quality Control Finding); Un-numbered "*" 73
Forms- Community MH/MR Budget Allocation; Budget Recommendations; Contract Anendments,
Contract Information Sheet; Contract For Services and Addendums; Request For Contract

Approval; Contract Financial Annex; Rental Agreement; (See Continuation Sheet)

The file is srranged : Alphabeticelly by M.R, Area Developmental Service : L i

- Aoah woewmo Ry
.Wnﬁlr Refurenu Rnl How often are nm-r;i_r_;f;;r;u 0 wh:ch ln_——— o o -

paps——

One 10 six mgnths old i SevEn ) twelve months old —_ 3 Tnirwen to twenty-four months oid
twenty Jive montheandolder . 7 :

8. knnuo. Raw of Aecumullnon ot Roeords

Letter-sizo drawert . Lnee!-cln drawers .- Shelves ;.__.
B T - . *

e - e == — - P,

e ; Onher [Specify)

L ———— - —— e e

ental Retardation. A:ea Developmental Service Chiefs mdgeLAndJuceutj,Ls

_Enrw A0Re (2780 : . Over)




EYE.S !_p_.o . 10_”933;;_ TTETE (Lg% S 2 a-._"?: D st wmal o ] ) o : _ _ 7- ‘

| A _— — —_———— i~ - e i e TR - - — ,:-'-=‘-
| s Lt thit the ofcisl copy Of the series?
‘ i not, where B8 it? :
H - — s T Sl
b. Dost the sories contain confidante’ informatisn requinng secu’ ity "andimg? M yer, C10 ipw O TepJtpTION. 2
T c Isthise m[m_?,,&__a_ e " T - T "*{7-:
d. Does this series h.lw hnronul or long urm remmarcd ulu.? T -
a. Whah ohe Of two documents in the file make it ht-amrv to keep the entire ﬂ&e tora lor-g pnrood mu!d thest do.urne-m
- be schicled Upsrmfv? I S L‘___'_,v-._ SNRPINE S SN CHN A rr P :
{. is the information cortained in this series ever pubhlhad? K0 yes, . rmch ::opy . _‘_' S T ]
g. ls the informstion cintained in this gt vt enaiyzed and for mecrdad ine wmr;-,w;za-u report? -
M you, atach copy. ] ) o 7
h. Is thes 8 duplicstion of this serie in your office, or in enother office or .genc.y? P )
i i _Hoyer, whes? ) T«
' | 1. Is this series for & major portion of it) requiarly rnic:'c.fumad? B o 0 ]
,"-'.- : I d - - N '-7.f -y " e ,'g_._.—-
| I3 Doad the record series resul if ygotputer printout? _ AR T
11. Rewmntion Requiremsnty 2 7o 77 =50 7 woop” . The tollowing requines the serks to be kept: e
NS RS s R aYVET T e nf(-’]' .
o, Swste Law OUTHROT v ITpsgal ol yeel - d. Audit period _— vears.
b. Swtute of limimtion years. &. Administrative nesd - - —— . YOAr.
t Fedaral law years. _ f. Fedarsl retgntion insiructions N '
Atwch copy or axcerpt of tews of repulstions, Explein sdministrative need.
r r‘,)??"’j{ ol 1::,:)‘? _'_:_-l, T eyl an f!—‘»';‘!,' A _.'g"_,r_r\ VI ‘f:f".'r:-"ﬁ_"f‘ . rf‘..!?f‘"
Tf-ﬁ—\—p;;ed Digposition instructions This agency recommends that the fiie_:aries be cut off at the end of esch: T ]
O Caiendar Year: —%JFi:ca'l Year; 0 Other _ then,
%) Hoid in the current files sree maenth(s) _ yaar{s}; then
O Transfer to iocal hoiding srea; hold i} yaar(s); then
N Trgnsfer to Stats Records Center; hold yaar(s); then
B Destroy
3 Trensfer 1¢ Stere Archives for permanent reteritien. ‘
X Otner (Soecify)
Record Copy _ Reference Cogz
,f"it?h“’I /;;—_,f‘ i-."--_"t'-" - r - . e B L ) e - o N L
Maintained by State Mentel ’ Meintq.neq in each Area Day Service
Retardation Section (Central w2T aemel, et Lpewy jhneoCEREEr
Office) Al Tape 2T 3o hed yeran o) 'rl -— ,f FINTOng - ”“c B J
. RS : ‘ A S e B
CRER rprer T ceabp el TEO[ e om0 gy uoo Cut off file at” the eﬁd of each Fiscal
Cut of file at the end of each fh em ame Ty CPLE e year, hcﬂd in curretﬂ: filek areh 2 year&,
fiscal year, hold in cutrent filep o gy tﬁen de?tro i Se A A o
area 1 year,. transfer to State e 2,‘_ ! , TedT e iT o aniagsT ved
AL AR AN et v TR I T
Records Lenter, hold 4 yeara, St ! AR I PromEt o soehaf)
EreP eh o.;ﬁ (- Lal Teronaed oncdm ...—\..r"- R S T PP 4 V"""'\‘l LR e am
4 r:sfr? :on : Iy to ell prior and futars lccumylman; of the paries. - . . FYY TETT T fEE AT e dma et Tone
creetatI N Anrc e N cArm RN s et g b P A NP N t""‘r--|' iy !
AN AT} - W e cungt P S L I N K CorobEE oo S T w5} et ™
g net RE e 0 Ben st Y T oAant oDt dl artarisotaT aacc men
A-,ncy Fesd/Deiignet” !Sngnaruri) e "\ ! DltB noo-- Rec::rdl Mznagemant Officer (Signature)y - ... ipn ! o Dfﬁ__a,‘h
. . v Tastn T
’%A( # - d-l ‘ e A Ly, L WL@ZFL ﬁ
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N L Sutl Hocords Commhtae (Slgnarun) Date i
Rezommandstions in persprsph ' q\ T4 T T
12 wre epproved, Surts Auaitor/Designes « ?/ ‘] f?y
{H dlisznprovad, atiech Mo e — e e e e e _m_ ’ S .
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#7 Included Are: (continued)

Equipwent Listings; Equipment Expenditures; Inventory and Supplemental Equipment
Expenditures; Related Documents, and Correspondence.



QFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 786-RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atianta, Georgia, 30334,
Attention: Scheduling Section, .

Nadministration of the State mental hospitals, rehabilitation and retardation centers.

FOR AGENCY USE 1.  Agency Address : FOR RECORDS niAuAse'MENT use
Application Date Department of Human Resources Application Number
June 11, 1976 Division of Mental Health & Mental Retard. -
—— Mental Retardation Section ?‘_'.d 24 :l rov——m——
Aoplicgtion Number 147 Trinity Avenue, Rm. 542-H W =978 e 2";
DHR-67 ) . tlanta, Ga. | JuL 1976
2. Person to Contact ' ‘ Working Title Tefephons Number
Budd Hughes | Assistant bivision Director 656~6370
3. Action Requested ’ :
8. @ Estabusn Ratention Schedule; record will cantinue to accumulate.
b. O Dispase of present accumulation; no further accumulation antlc:pated : -
e. O Amend Agghmtlon No. Check One: 0) Change; O Supercede; O Void
4, Datus of Series 5. Records Series Title (fo/lowed by title used in office; if different)
Earliest © Latest -
1973 |, Present Mental Retardation Developmental Service Chief Budget and Fiscal File§
8. Division and Office Function What is the function of the Division and the Offica in which this record series is created?

The Division of Mental Health & Mental Retardation administers the mental health, mental
retardation and other developmental dlsabJ.l_J.t.les, drug abuse, alcoholism, and training and
research programs.  This Division is also c¢oncerned with community mental health, and the

The Mental Retardation Section is one of the programmatic sections of the Division of Mental
Health and Mental Retardation. The Mental Retardation Section offers specialized services
(primarily focusing on the mentally retarded within the I O range of 0-55) administered -
through a comprehensive system of institutional and communlty serv1ce programs. The special-
ized services are provided through the following major programs; 1) Day Training and Work
Activity Programs, 2) Group Homes, 3) Inst1tut10na1 Services, 4) Family Care Homes and

5) Foster Grandparent Programs.

7. Record Series Desaipfion This file contains the following documents finclude form nurbers and titles, if any):
Attach sampies of the file,

Documents refating to: monitoring and reviewing funds spent by Developmental Services Chief.

Included’ but not limited to are:

1. County Budget Summary OAS(6)-60

2. County Budget Personal Services (QAS(6)-61

3. County Budget Items Other Than Personal Services 0AS (6) -62

4. County Budget Non-Participating Items OAS(6)-63

5. County Budget Revisions OAS(6)=-80

6. Equipment Expenditures, Inventory and Supplemental Equipment Expendltures

{continued- page 3)

File is arranged: chronologically by .“ﬁl;'sf:'fal year; thereunder al phabeﬁi cally by county. .
{ 8. Monthly Reference Ratc How often are records referred to which are: B

One %o six months old. Seven to twelve monthsold 2@ _; Thirteen to twenty-four monthsold ___2  ;
.» twehty-five months and ulder .,_.______...1 .

9. Annusi Rate of Accumgiation af Recurds ' )
Letter-size drawers _2 ;Llegalsizedrawers _ . ;Shelves__________:Other (specify)

AR=50-71. Rev, 78 {Over)




Attach copy or excert of laws or regulations. Explain administrative need.
42 CFR 54. 308, 54.309 Retention Period: 3 years from date of subm15510n of annual or

final report (or in the case of nonexpendable property, 3 years after final disposition of
such property), or if Federal audit not completed at end of 3 years, until resolution of all
audit questions.

. . ) N . = S
vEs | NO_| 10, Guestionnaire __ (Place an ““X" in ths proper column) s
X a. Is this the official copy of the series? '
It not, where isit? — :
x b. Does the series contain confidential mformatlon requiring security handling? If vaes, cite Iaw or regulation.
X ¢._ls this a vital record?
X d. Does this series have historical or Iongterm research value?
¢. When one or two documents in the file make it necassary to keep the entire file for a long period, could these
X
X 2 antaine ari y attach copy. Certain Statistical areas
clud D A I R
9. ll the mforrﬂation cnntamed in this series evar analvzed and/or recorded in'a sumlrxnaergeé ?epo }; Anua eport
X If ves, attach coov Certain parts to be found in monthly annual summary.
h. Is thare & duplication of this saries in your office, or in another office or agency? E%\Mp aand Vetovd & duphelid
X i ves whers? Record copy of contract covered under standard 75-26 7 tw Yropariy .
TESaivo i °
X _t. ls this saries for 2 major portiop of it} requtariv micrafiimed? . ‘eal
X 1 i Doesthe record series result in a comouter orintout2 i
1. Flmmion Requirements . The following requires the series to be kept: ]
‘s Stawelaw ' years, ~ d. Audit pariod B ' years, ;
b. Statute of limitation - e Y@AIS, 8. Administrative need 5 years.
¢ Federal law s YEAIS, f. Federal r'etention instructions 3 . YearS,

-

12. Approved Dlsposltlon' Instructions ' This agency recornmands that the file series be cut off at the end of each:
o ' " O Calendar Year; (% Fiscal Year; O Other _ then,

@ Hold in the current files area month(s) .. year(s}; then
0 Transter to local hoiding area; hold . year(s); then '

G Transfer to State Records Center; hold 3. year(s); then

0 Destroy.

O Transfer to Stata Archives for permanent retantion.

QO Other (Specity)

Thess instructions apply to all prior _aqd future accumulations of the series,

Date | Records Management Officar /Signature) Date

7/7;/7@ WM&-M@DM G- (4-76 -

Recommendations in para-

Stats Records Committes (Signature) Date
. | . I -
graph 12 are approved. State Auditor/Designea \ M&f/'( 7' w-}

1

{If disapproved, attach latter ‘
of explanation.) Secrm? State/Designee aMMQL )'}' Y 7- 27-26

N

Attornay General/Designee 4 4 /{j/ A}L ‘&Q | 7“ LU

AR-=5%50=71; Rev.76 (HMruSLdo)



Department of Human Resources ‘ Page 3
Division of Mental Health & Mental Retardation

Mental Retardation Section

47 Trinity Avenue, Rm. 542-H

Atlanta, Georgia

#7 continued

7. Rental Agreement
8. Contract for Services and Addendums
9. Request for Contract Approval

10. Contract Financial Annex

11. and Similar and related documents




